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DI FFERENTI AL RESPONSE OFFI CER

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class conprises responsible, non-conm ssioned positions,
the primary duties of which include receiving referrals on non-
urgent conplaints and reports of <crimnal activities, and
gathering essential information in order to increase the
effectiveness of |aw enforcenment personnel. Empl oyees of this
class conduct interviews wth victinms, Wi t nesses, and
i nformants, record informati on, and prepare accurate reports for
foll ow-up by | aw enforcenment personnel. Differential Response
O ficers are responsible for entering crime reports and
mai ntaining such report’s in the departnent’s database.
Enmpl oyees of this class are non-supervisory, and performtheir
duti es under the general supervision of a Police Sergeant.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which nmay be | ogqical
assignnents to this class.

Conducts interviews with victins, wtnesses, informants, and
suspects of a crime in order to conpile information needed for
police reports. Recei ves non-urgent conplaints and conpiles
reports over the tel ephone, by email, by facsimle, or fromthe
public including face-to-face interviews. Obtains informtion,
such as nanme, address, nature of call, social security nunber,
and any other information required by departnental procedures.
Conpl etes reports on adult mssing persons, stolen vehicles,
stolen credit cards, and other stolen items and enters
information into NCIC and ADSI, updating the reports as needed.
Uses NCIC to exchange pertinent information with other |aw
enf orcenent personnel or agencies relating to wanted persons,
crimnal histories, and stolen or m ssing property.

Gat hers and conpiles information for reports by review ng and
analyzing data discovered 1in the investigatory process.
Verifies records and reports for conpleteness, accuracy, and
conformty to established procedures, correcting errors in
records and reports, or returning them for correction

Completes all forms or records according to departnent
pr ocedur es. Uses Internet to perform web searches to obtain
addi ti onal information needed for reports. Enters all

conplaints, reports, and related information into conmputer
dat abase, using appropriate codes and signals and assi gni ng case
nunbers as needed. Types nenoranda or enmails on reported crines
and forwards to officer or detective assigned to handl e each
i nci dent.
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Receives division mail and correspondence. Replies to any
routi ne correspondence or requests on own initiative follow ng
departnmental procedures or from oral or witten directions.
Conposes and types letters or any other docunents assigned in
response to witten or oral requests or as required to handle
probl ens or other needs of the division.

Assists in maintaining a library or archives of materials for

future use or reference by departnent personnel, including
i nci dent codes. Mai ntains CAD reports according to the
department’s records retention schedule. Resear ches | aws,

regul ati ons, and court rulings as needed.

Col I ect s and books itens into evidence accordi ng to depart nent al
policy and procedure. Conpl etes necessary docunentation on
evidence including logging evidence into crime reports.
Phot ogr aphs evi dence and takes fingerprints. WMy be subpoenaed
to testify in court as necessary.

Compiles nonthly statistics for the division including
information on the nunber of calls taken, the nunber of reports
conpl et ed, the number of fingerprints taken and other
statistics.

Mai ntains a positive inmage of the departnent through contact
with the public. Mai nt ai ns professional and effective police
community relations by comruni cati ng and enhancing an attitude
of cooperation with all segments of the popul ation through day-
t o-day contacts with the public. Responds to questions and
conplaints from the public, exercising courtesy and tact.
Answers any tel ephone calls comng in on assigned |lines and
handles routine matters, or transfers <caller follow ng
department procedures. Answer s questions and handl es routine
requests by visitors to the office.

Perforns any rel ated duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenents |listed bel ow nust
be nmet by the filing deadline for application for adm ssion to
t he exam nati on.

Must meet all requirenments of the Miunicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of |egal age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denonstrate good health and physi cal
fitness sufficient to perform the essential duties of the
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position, with or w thout accommodati on.

Must present docunentation indicating, at a mninmum that the
appl i cant has nmet the mnimum high school graduati on
requirenents necessary to receive a high school diplom as
established by the state of Louisiana Board of Elenentary and
Secondary Education. Such docunentation shall include at | east
one of the following: high school diplom, high schoo

transcript, certificate of equivalency, affidavit from the
i ssui ng high school, college diplom, or coll ege transcript, any
one of which nmust indicate that graduation has occurred or a
degree awar ded. A certification of conpletion shall not be
sufficient to substitute for certification of graduation.

Must not be | ess than eighteen (18) years of age.
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